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BLOCKING SYSTEM TO BE USED ON PERSONNEL DOCUMFNTS FOR CFRTAIN
TRICAL POSITIONS AT GHADES B 0 _AUTH.

(1) Clerk (Stenography) positions of grade GS-5 and above blocked
at grades lower than GS-5 by Clerk Stenographer positions:

Fxample: - Basic Position: Clerk (Stenography) GS-301 § Pos. No. 2§
Block Position: Clerk Stenographer (S-312 L4, Pos. No. 25-L
or Clerk Stenographer GS-312 3 Poss No. 26-3

In the above, an exception to the general rule that block jobe must
be in the same classification series is noted. Thie exception is
authorized because the Clerk (Stenography) begine at the grade GS-$
lavel, and the Clerk Stenographer series ends with the 0S-L level.
Therefore, the Clerk (Stenography) series will be in practice an
extension of the Clerk Stenographer series.

(2) Clerk (Tyoing) vositions blocked at grades below GS-L by Clerk Tyoist
pesitions:

Txamole: Basic Position: Clerk (Typing) 0S-301 L Pos. No. 26
' - Block Position: Clerk Tyoist GS-322 3 Pos. No. 26-3
or Clerk Typist 0S-322 2 Pos. No. 26-2

The Clerk Tynist series; GS-322, runs from GS-=1 to GS-3 inclusive;
the Clerk (Tyoing) series, 0S-301, begins at GS-L.

{3) The Blocking of Clerk (Stenograpgz) or Secretary (Stenc) positions
with Clerk (Typing), Clerk, or Clerk Tyoist positions of equivalent
or lower grade levels will be authorized on a temporary basis when
wausual eonditions warrent this action, such as: (1) During adjuat-
ment, oeriods immediately following reorganization of an Offices
{2) when shortages. of stanographic personnel make it necessary to
utilize tyolsts and clerks as temporary substitutes. (As s general
rules, Operating Offices will request T/0 change to ascommodatie
reassipnment of clerical positions and personnel.) The mechanics
of this system of temporary blocking are as follows:

8. The following numbers are assigned on an Agency-wide
basis as a means of identifying the characteristic
duties performed by the incumbentss ’

Clerk Tynist GS-322 2 #900
Clerk Tyvist 05-322 3 901
Clerk Stenographer Gs-312 2 902
Clerk Stenographer GS=312 3 903
Clerk Stenographer 0S-312 L 90k

{continued - next page)
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Gleck 38=301
Clerk 08- 301
Slerk : (5-301
O ark ‘ GS=301

sk {Tyoing ' GS=301
e otng - 35-301
v { fyaing 38-301
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Ge Phese domyers will be used in sonjunetion with the

bapie wosilion aerber for the T/0 job tw identiiy
Blosk jobs se follows: '

{1)  Jicekiag a Qlerk { Stenograsiy’ GS-30L 7 Pag. 25
WD CHunies oyi ‘ :

[}

jse
Clerk Tysist G5-322 3 Pos- 25/ 40
Sherk 68301 4 Pas. 257907

Cherk {Typing) 0S-30% & Pos. 257910
(2° Blecking & Secretary {Stens’ G5--318 5 Pos. 27
when cucynied by: j
Clerk Tyaist  GS=¥2 3 Pes. 27900 ‘
Nerk G8-304 b Pos. 277907
Clerx 0s-301 5 Pes. 27/308
Clerk (Tywing: GS=301 & Pos. 27/910
18 VN
tnobhe ebdve eramoles, 1t will be noted thatl the el Lo
Tunder used on parsoniel dosumenti Will vonsist of the posi-
bied number apuiicable te the T/0 joh foliowed oy » slash

anc the poaition nanbor descristive of the catezory of work
bel g performed oy the temporary incumbent .

iy 211 posttions encudoared temporerily a: listed in Seetion 3 will |
be reviewed {requently w effect proper reassignment ¢f incun-
Mate or iniidation of a T/0 ehange.
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Lo Py oefTeel propar asiienment and siotting of perscnnel now
s duty, & posifion ilsting will be prepared by eazh Qffice. Fesiings
7i1l be arranged by Uhe Personnel Office with each of the Operating
Offices to discuss this orosadure in detsil A samplse sopy of the fom
{Attachment 2) to be used is submitted for advanced review.
L. In preparing pevsornei agtion requests subsequent to initlal
“intting of personinel ae in paragraph 3 above, follow format set forth im

Attachment ¢, Sample Couvy of Form 37-3 ag stt.ched.

& represertalive of tiis 0ffice will be availatle Y5 wgsist
vyour administrative Qffice in installing the interim progedures and im
sonvarting existing position description files and other personnel records
tu the new numbering system. Afy problsms ocourring in the "sl~ ting® of
parsonned on duty aszainst the new T/0 can be discussed snd proper course

f antion determined
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ALL 2 Position Blocking Procedare i
pti #3  L Sample Listing #1

1 Sampla Copy #2
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(5) The blocking of professional positions such as Intelligence
Officers, Librarians, Engineers, by related sub-professional
and clerical positions is sometimes authorized by the
Personnel Office. Personnel dooumentation to cover such

 a case will follow this form:

a, The T/0 will 1ist only the professional position,
its series, grade, and position number; e-g-

Intelligence Officer G8-132 S 2168

b. In blocking the position with a clerical position,
title to be used will be provided by the Classifica-
tion Division and in general will be related to the
professional title. Only one title will be estab-
1ished for block positions for each professional

title.

Examgleas

Professional titles and series:
Intelligence Officer GS-132
Librarian 6s-1L10
Fngineer (General) as-801

Sub-professional or clerical titles and series:

Inielligence Clerk GS-301
Library Assistant G6s-1hl1l
. Engineer Ald as-802

¢. Position number applicable for the block job will
consist of the basic number of the professional
position followed by a dash and the numerical GS
grade of the sub-professicnal or clerical block
position, e.g-

, e, '
Intelligence ﬂé GS=301 L 2188-L

do Series number (301 in the above example) will be
that of the clerical or sub-professional block
position.
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